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Chapter 1

Getting Started

This chapter introduces you to the Engineering Support Automation (ESA)
System Application. In it, you will:

* Learn about the benefits of the ESA System

» Learn how to contact software application support
* Learn about this User Guide
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Welcome

The ESA System Application is a Web enabled application intended for use in the
creation and retrieval of DLA Form 339 efforts of the DLA logistics processes. The
application has been written for a knowledgeable user of Web applications and the DLA
Form 339.

Software Application Support

For assistance with the Engineering Support Automation (ESA) System Application,
please contact DLA Systems Integration Office (DSIO) at COMM- 614-692-9060, DSN-
850-9060 or helpdesk@dsio.dla.mil for immediate assistance.

About This Guide

This User guide contains functionality descriptions from the following Release Versions:

 ESA V1.0 February 22, 2002

e« ESA v1.1 April 15, 2002

e« ESAv1.2 July 22, 2002

e ESA V1.3, September 21, 2002
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Chapter 2

Working with the Engineering
Support Automation (ESA)
Application

This chapter introduces you to the Engineering Support Automation (ESA)
System Application. In it, you will learn to work with the:

« Desktop Icon
* Main Login Screen
» ESA System Steps in the Process
» User Groups\Roles\Persons
» ESA System User Screens
* Home Screen
* Important Functions
* Inbox Screen
e Initiator Screen

DLA Form 339 Input Screen

DLA Form 339 Validation Screen

Modify Screen

Adding Attachments

Non-electronic Attachments

DLA Form 339 Response(s) from Engineering Support
Activities (ESASs)

Revision

Close DLA Form 339 Response

* Reviewer Screen
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* Reviewer DLA Form 339 Validation Screen
Focal Point Screen

* Focal Point DLA Form 339 Validation Screen
Reject DLA Form 339

Reassignment

Search

History

Internal Information Not Submitted with the DLA Form 339
Help

Print

Reports
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The Engineering Support Automation (ESA) System Application provides the capability
to store, process and retrieve DLA Forms 339. The application contains a separate
repository in which various reports can be accessed for viewing or printing. The link to
the repository can be Added as Favorites in the user's Web Browser.

Desktop Icon

Access to the application is via a desktop icon on all users’ computers as seen in Figure
1: Desktop Icon. Double-clicking on the icon brings up the application in the Web
Browser.

b4 Liter Outloak

gl Start| Sinbox - Micr.. | B Microsottw...| SEMaL | =y Computer | ECAPOMEL | T | [@iMicrasot o | |G, 2 8 520PM

Figure 1: Desktop Icon
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Main Login Screen

The startup screen of the system as seen in Figure 2: Main Login Screen contains the
login access to the ESA System requiring a Login ID and a password. The application is
CASE SENSITIVE so IDs and passwords should be entered in the system accordingly.
The system will prompt the user to re-enter information if an invalid ID and/or password
is entered. Contact the local Systems Administrator for assistance if the problem
persists. If the user logged into the application has been idle for approximately twenty
minutes, they will be automatically logged out. Once the user logs back into the system,
he/she will be returned to the screen they were working on previously. The Password
Rules are displayed as a link from the Main Login Screen.

3 DSCR FormLogin - Microsoft Internet Explorer provided by DSCR : = IE Iil
J Fie Edit View Favorites Tools  Help (1M
| wBak - = - @ | @search GarFavortes CAHistory | Bhe S -
JAddress I@ http:jiczz dscr.dla. milfpdmSdefault, asp j @GU |J Links
) (et ;I
a@{:ﬁ’{} f Home Inbox Search Hel, Login Mot Logged In
Selichmend j} P 9 23 Apr 2002 11:32 AM
Welcome to the Collaborative Web Interface [E
Login: ||
Password:l
Please Read this Privacy and Security Notice
Password Rules
©1999-2000 MatrixCne, Inc. & rights are reserved.
All brand names are recognized as trademarks or registered trademarks of their respective companies.
& [ [ |4 mnternet
iﬂstartl“ o & H I@DSER FormLog... # JESA - Microsoft ... | # elementoac - PDI...| E]https:fesa.daa... | [ElMicrosoft Power., .. Fr T 1ussam

Figure 2: Main Login Screen
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ESA System Steps in the Process

The DLA Form 339-workflow refers to the separate functions or steps in the process that
a DLA Form 339 progresses through during its lifecycle. The form moves through these

different stages along the DLA Form 339 process from the time that it is initiated until it is
closed. The workflow process is defined below:

The steps in the process are:

Initiate/Modify - This is the step when the DLA Form 339 is created and/or modified.
Cancel - The form can be cancelled by the Initiator or the Reviewer.

Review Request - The step when the Reviewer is reviewing the form.
Audit/Release - The step when the form is released and forwarded by the Focal
Point to the Engineering Support Activity (ESA).

Wait- Step in the process when the form is waiting for the response from the ESA.
Review Response - The step when the form is reviewed after the response is
received back from the ESA.

Closed - The step when the form is closed as completed and remains in the
application.

Page 9



User Groups/Roles/Persons

Users in the ESA System Application are setup in the system according to Groups,
Roles, and Persons.

* Groups identify a common association of users. Example: DSCR-JBTA

* Roles represent functions within the application. Example: Initiator
» Persons are the specific users of the application. Example: John Burch
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ESA System User Screens

The application contains roles with different levels of access along the DLA Form 339-
workflow process. Users are set-up in the system within these roles. The roles are
Initiator, Reviewer, Focal Point, and Manager.

Roles in the ESA System Application are:

Initiator - Functions as the role that can initiate a DLA Form 339.

Reviewer - Role that reviews a DLA Form 339.

Focal Point - Releases the completed DLA Form 339 to the Engineering Support
Activity (ESA).

Manager - Role that allows view access to the ESA System Application.
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The first screen that each of the roles will see when they log in to the application from the
Main Login Screen is a Home Screen.

Home Screen

The Home Screen provides access to individual screens as shown in Figure 3: Home
Screen. This screen provides the user the ability to perform various actions.

; DSCR Home - Microsoft Internet Explorer provided by DSCRH
J File Edit “iew Favoitez Tools Help [5CR
T o QA @ @ | B 5 ?
Back Fanwand Stop Refresh Home Search Favorites History b il Frint
J Address IE hitp: Afe22. decr. dla.mil/pdm/default. azp ?action=Login j 6}50 |J Links
y = 7 =
LG / H Inb Search Creat Hel Logoff Bibey, Jack
i ome nhox earc reate e o
Jichmand P Y 05-0ct-2001 03:13 PM

Create DLA FORM 339 AUTOMATION

Inbox

Search

Change Password

Logoff

Help

& 1999-2000 MatrixOne, Inc. Al rights are reserved.
| Staltl ¥ Microzoft Word - ESA339... “@ DSCH Home - Micros... [ =]|Microsoft PowerPaoint - [S... | 2E Microsoft Excel - hitp: /Ao | L

Figure 3: Home Screen

The Home Screen provides access to up to nine main areas: Create, Inbox, Search,
Reassign, Change Password, Logoff, User Administration, Reports and Help. The list of
access areas on the home screen depends upon the user’s rights. Some of the more
frequently accessed links are also located at the top of the screen along with Login
information and time in the upper right-hand corner of the screen.

* Create — Provides access to create a DLA Form 339.

« Inbox — Provides access to the user's Inbox, which contains DLA Forms 339
currently owned by that user.
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» Search — Allows users to search for DLA Forms 339 that have been created in the
application.

* Reassign — Allows Reviewers and Focal Points to re-assign individual 339s or In-
Boxes.

» Change Password — Allows users to change their password as needed.

* Logoff — Provides facility to log out of the application (users may also exit by closing
the screen).

» User Administration — Allows Focal Points to perform Administration duties

* Reports — Allows Focal Points to run Reports of Metrics and Statistics.

* Help — Provides help information that guides the user in using the application and
filling out the DLA Form 339.

Important Functions

Back/Forward Browser bar - Used to move back and forward among the various
screens in the system.

PgUp/PgDn - Used to move up or down on a particular screen.” Will not work if cursor
is within a field on the DLA Form 339. [ Can also scroll with mouse ]

Tab - Used to move from block to block while filling out a DLA Form 339.*Enter key
should not be used in a web application.

Spacebar - Used to select or de-select checkboxes, radio buttons or command buttons
and is equivalent to a left click when using a mouse.

Warning Be careful of extensive use of the back and forward bar browser when
moving around because even though the screens are in a browser window, it is
within a web-based application.
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Inbox Screen

Any of the roles can select Inbox on either the Home Screen or the top of any screen to
display the DLA Forms 339 that are owned by that user at a particular point along the
DLA Form 339-workflow as seen in Figure 4: Inbox Screen. It displays Type, Number,
Revision, NSN, State, Initiator, Priority (Days), and Rejected.

The displayed results on the Inbox Screen are:

» Type - Category in the application in this instance is 'Form339'.

* Number - Case number is the unique identifier of the DLA Form 339.

* Revision - |dentifier such as the letter, "A" given to a DLA Form 339 if it has been
revised.

* NSN - National Stock Number assigned to the DLA Form 339.

» State - DLA Form 339 current workflow stage.

» Initiator - Person who initially created the DLA Form 3309.

» Priority (Days) - Number of days that the ESA has to respond to the DLA Form 339.

* Rejected - Yes/No displayed where yes means the DLA Form 339 has been
rejected.

The case number of the DLA Form 339 is displayed in blue, which links to the display
page for the specific DLA Form 339.
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3 DSCR InboxDSCR - Microsoft Internet Explorer provided by DSCR
J File Edit “iew Favaortes Toolz Help &R
SR A Q@ 3 | B 4 >
Back Eanxard Stop Refrezsh Home Search Favorites History b ail Frint
| Addiess [&] hitp: /22 dscr.dla milfpdm/detault asp?action-InboxDSCR ~| 6o ||Liks ”
e =
i q_\§' e Bi
e ibey, Jack
" Home Inbox Search Create Hel Logoff
Selchmand J P 9 05-Oct-2001 D3:15 PM
Inbox
Type Number Revision NSH State Initiator FES:;'S? Rejected| B
Form339 DSCR-Z3-02-00044 - 1560-00-003-6598 Initiate Bibey, Jack 30 Yes =
& 1999-2000 MatrizCne, Inc. Al rights are reserved.
Al brand names are recognized a3 trademarks or registered trademarks of their respective companies.
| -
4 Staltl ¥ Microzoft word - ES4339... ||@ DSCR InboxDSCR - . | [=]Microsoft PowerPaint - [S... | 2F Microsaft Excel - http://c... | L7 @ 323PM

Figure 4: Inbox Screen

Initiator Screen

The first step in the DLA Form 339-workflow is for the Initiator to login to the application
and create a DLA Form 339. The Initiator is first brought to his/her Home Screen. The
Initiator can select Create on the Home Screen or at the top of any screen to create a
DLA Form 339. The Initiator selects Create and a prompt is brought up for the Initiator
to enter the NSN (Note: Enter the NSN without the dashes). Once the NSN is entered, a
DLA Form 339 is created with data auto-filled from the DSD.

The Initiator selects Modify to begin completing the DLA Form 339. The Initiator has the
capability to Save, or Delete the form once he/she has completed filling out the
information as seen Figure 5: DLA Form 339 Input Screen. The Save and Delete
command buttons are located at the top and bottom of the screen.
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/] DSCR FormCreate - Microsoft Internet Explorer provided by DSCR

J File  Edit “iew Favortes Tool:  Help [I5(R
T | A QA @ @ | B 5 >
Back Farpard Stop Fefresh Home Search Favarites Hiztory G ETl Frint

J-"-"-ddr6$$ I@ it Me22. dsor dla.mil/pdm.default. azp Paction=FarmCreate j ﬁﬁo “ Links *
e =
H(_CSS j Home Inbox Search Create Hel Logoff Metee, Tim

ytmand " . 06-Oct-2001 02:59 PM

DLA Form 339 Input Screen

save |  Delete |

REQUEST FOR ENGINEERING SUPPORT - DLA Form 339

(PRE-RELEASE)

PART | - HEADER INFORMATION (7o be complated by DLA Inttiaton

1.3 Case Mumber: I(AUTOFlLL) 2 Date: I(AUTOFlLL)
b. Revision Letter : |[<AUTO> gfrequired)  ©. Suffix Letter ; [<ATO> gf required) b. Revision Date:l‘AUTOF”-L)
3To Army [ Az [ BD Fer TcL Cer | | *I usmc [ pa
[T .. ... . [ | i | [ | | ﬂ

|@ Done l_l_le Internet
|| Staltl I@ DSCR FormCreate - . T Microsaft Ward - ES.&SSSA...' Microsoft PowerPaint - [Pr... |

Figure S: DLA Form 339 Input Screen

Information on the DLA Form 339 for blocks 1, 2, 4.9.1, 4.9.3, 6, 10, 12, 13, and 14 will
be automatically entered by the system once the DLA Form 339 is saved. Data in block
4 is already entered based on the user logged into the system.

The user should enter the NSN without the dashes, for example, 1111223334444.

The Suffix in block 1.c. is identified as an equivalent letter from the number of selections
in block 3. For example, if three SICA codes were selected in block 3, then the Suffix
letter would be displayed as a "C"; and if two were selected, then it would be displayed
asa"B.”

The Date in block 2 is the date that the DLA Form 339 is released to the ESA.

Required blocks to be filled in for the DLA Form 339 to be forwarded to the next stage in
the DLA Form 339-workflow include blocks 3, 5, 7, and 15.

Block 16 Supplemental Information/Comments is required if certain information in block
15 is selected and needs to be described in block 16 as indicated on the DLA Form 339.

Page 16



Save - User can save a new, modified, or revised DLA Form 339 into the System. A
DLA Form 339 must have a NSN entered in order for it to be saved. The case
number is assigned when saved.

Delete - Deletes a partially completed DLA Form 339. (No case number assigned)

3 DSCR FormCreate - Microzoft Internet Explorer provided by DSCR
J File Edit “iew Favoites Toolz Help ISR
I 7a] Q@ @ @ | B 5 »
Back i ard Stop Fefresh Haome Search Favorites Hiztary bd ail Frint
J.@«eress I@ http: /422, dscr. dia.mil/pdrm/defaclt. asp? action=F orm Create j & Go |J Links *
BSC / H Inb Search  Creat Hel Logoff Mckee, Tim
Sihmand j ome nhox earc reate ew 0a 06-0ct-2001 02:50 PM
DLA Form 339 Input Screen
Save | Delete |
REQUEST FOR ENGINEERING SUPPORT - DLA Form 339
(PRE-RELEASE)
PART | - HEADER INFORMATION (7o be compisted by DLA Initiaton
1.a Case Mumber: |<AUTOF|L|-> 2 Date: I<AUTOF|LL>
b. Revision Letter : |<AUTO> {ifrequired)  c. Suffix Letter ; |<AUTO>(Ifrequired) b. Revision Date: |<AUTOF|L|->
3.To: Ammy [ a7 " BD Fer ITcL et I'| 'I usMmc [ pa
S —_— —.. o~ Y | Jid|
|&] Done |_|_|Q Internst

b || Slarll I@ DSCR FormCreate - .. | B Microsoft Word - ES.-’-\SBS.&...' =] Microsoft PowerPaint - [Fr... |

Figure 6: DLA Form 339 Validation Screen

Once the Initiator saves the completed form in the system, a DLA Form 339 Validation
Screen is displayed as seen in Figure 6: DLA Form 339 Validation Screen. The
purpose of the DLA Form 339 Validation Screen is to show the user what has been
saved into the system. It displays in bold all the information that the user entered on the
form as well as the "auto-filled" data, and gives the user the ability to verify that the
information entered on the screen is accurate.
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Also, now displayed is the workflow lifecycle which shows where the DLA Form 339
currently is in the DLA Form 339-workflow process, and who is the current owner of the
form. The Initiator has the options:

= History - Shows a history of the DLA Form 339.

* Inbox - Shows all the DLA Forms 339 that are owned by the Initiator.

* Modify - Ability to modify the DLA Form 339.

= Send for Review - Sends the DLA Form 339 to the Reviewer for his/her review.
= Cancel 339 - Cancels the DLA Form 339 out of the system.

»  Print - User can print the DLA Form 339.

The History, Inbox, Modify, Send for Review, Cancel 339, and Print command
buttons are located at the top and bottom of the screen.

Modify Screen

The Initiator can click the Modify command button to modify a completed DLA Form 339
on the Modify Screen as seen in Figure 7: Modify Screen. Once modified, the users
have the option to Save or Cancel the form. The Save and Cancel command buttons
are located at the top and bottom of the Modify Screen.

/2 DSCR FormModify - Microsoft Intemnet Explorer provided by DSCR |
J File Edit “iew Favorites Tools  Help &R
« . > . @ A Q E” = B 5 »
Back. Earnsand Stap Refrezsh Home Search Favarites Hiztary b il Prink
J Address I@ http: Afc 22, dscr. dla.mil/pdm/default. aspPaction=F ormb adifya=%d=58097, 20098, 25157 121 J6ksica= j @ Gao |J Links **
FRET i —
«._-/Jf_Jx_J Bibey, Jack
b = Home Inbox Search Create Hel Logoff
s hnand ’ 4 05.0ct.2001 01:58 P

DLA Form 339 Modify Screen

Save I Cancel I

REQUEST FOR ENGINEERING SUPPORT - DLA Form 339

PART | - HEADER INFORMATION (To be completed by DLA initiator)
1.3 Case Number : |DSCR-23-02-00044 2.2 Date :I
b. Revision Letter ; I_ (If required) o Suffix Leﬂ:el:IB (H required) b. Revision Date ZI
3.To: Army W a7 [~ BD Fer oL I cr l‘l vl usMmc [ pa
Maw [ HD ™ Hx rve | = | =l
USAF [T sE [~ su Fex [T o1a [ e I GT
—— o e =l

R Staltl BW Microsoft “Word - ESASBQA.."@ DSCR FormModify - .. Microzoft PowerPaint - [Fr... I

Figure 7: Modify Screen
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Save - User can save the modified DLA Form 339 into the System.

Cancel - Cancels a completed DLA Form 339 (case number assigned).
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Adding Attachments

A user can add an attachment below block 17. Enclosures. Block 17 is for making
comments about the attachments added to the DLA Form 339. No text should be
entered in the block next to the Browse command button.

In order to add an attachment, the user should click the command button Browse. A
dialog box will be displayed which provides the user the ability to select a file from the
Look in: drop-down menu as seen in Figure 8: Choose File Dialog Box. The user
locates the desired file from the local or network drive and selects this file.

3 DSCC FormModify - Microsoft Internet Explorer (&[]

Choose file HE ﬁ
Laok jn: I 3 ES& Automation Files j gi ‘ @ - @ - =) = .

| u I ail Size Print Edit

Jim Jobes download .
mches dourloads B85, 2445424617760 =] 6o [uiks >

[

File hame: IArmy Metrics.xls DOpen I
Files of type:  [AlFiles [+ [ Cancel |
| Browse... Add Attachment Now |
End of Form
Save | Cancel |

Internal Information Not Submitted with the DLA Form 339

I” Paper Attachments

Comments:
d_
=

@1959-2000 MatrixOne, Inc. All rights ate reserved
All brand names are recognized as trademarks or registered trademarks of their respective companies. -
|@ Done =) Local intranet
i3 Start |J @@ 5] ”“ I@ DSCC FormModify - M... =] Microsoft PawerPaint - [Sc... | 119 PM

Figure 8: Choose File Dialog Box

The user clicks Open in the dialog box and the filename appears in block 17 as seen in
Figure 9: File Selection.
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ernet Explorer

_J. & Edt Vew Faoites Iools.. ﬂem _|_i
&« =2 0 B & 8 @ @ | B 4 & = .
Back Farnyan Stop  FRefresh  Home Search Favortes  History b ail Size Print Edit;
J Address I@ hitp://matizone. dsdc. dla.mil/pdm/default. asp?action=F ormbd odifyta=tid=36856. 2445 424817780 j @Go “ Links **
17. EMCLOSURES
=
iC:\ESA Autormation FilesyArmy Metrics xls CBrowse. ] Add Attachment Now |
End of Form
Save | Cancel |
Internal Information Not Submitted with the DLA Form 339
I Paper Attachments
Comments:
=
181999-2000 MatrixOne, Inc. Al rights are reseryved
Al brand names are recognized as trademarks or registered trademarks of their respective companies. -
!@ Done |r [ [-glg Local intranst

i3 Start |J @ 5] ”“I@DSCC FormModify - M... [&]Micrasoft F‘owerF‘ointr[Sc...l | 1:21 PM

Figure 9: File Selection

Once the file name appears, the user clicks the command button, Add Attachment
Now. The file is attached and displayed on the DLA Form 339 as an icon as seen in
Figure 10: Adding an Attachment. The user clicks Save at the top or bottom of the
Screen to save the DLA Form 339 with attachments.
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/) DSCC FormModify - Microsoft Internet Explorer

Eile  Edit VWiew Fawortes Tools Help

= = @ o} @Q & | B oa8- a8 o .
Back Eanyard) Stop Refresh Home Search Favortes  History M ail Size Print Edit

J Address I@ hittp: /¢ matrizone. dsde. dla.mil/pdm/ default. asp?id=36866. 2445, 42481 77 80&action=Formtd odifyéa=1

=l @oo |[Liks >

|
=l
[
; Browse Add Attachment Now |
Attached File{s):
B
Army Metrics.xls
I Delete
End of Form
Sauve | Cancel I

Internal Information Not Submitted with the DLA Form 339
I paper attachments

Comments:

|#] Dane
Astart||| &y S »| | [Z]DSCC FormModify - M.__ [EiMicrasoft PawerPaint - [Sc.. |

Figure 10: Adding an Attachment

The attachment can be double-clicked to bring it up in the application for viewing as seen
in Figure 11: Viewing an Attachment. To delete the attachment, click the checkbox

labeled Delete located under the attachment and select Save at the top or bottom of the
screen.
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[ http: #/matrizone_dsdc.dlamil/pdm/D ownload/579253878/995390688 /Army 2 20Metrics_xls - Microsoft Internet_ . [[=] B3
o || File Edit iew Inset  Format Lol Data  Ho o Favoites  Help g
- J = =2 @ ot 2 2 m B & & =
| Back FEamward Stop Refresh Haome Search Favorites  History Tools b il Size Print it
Address [&] hup:/matiivone. | addiess [&] http-#/matrivone. dsde. dia.milpdm/Davnload /579253876/ 995300686, Arrny % 20Metrics. s =] #Go || Links » =] @eo ||Links >
14 =1 = DLA =
A ] e T Db 7 E [ F T 6 T ® 1 1
| 3 | Fiscal Year 00 (Oct 99 - Sept 00
R DSCC DSCR DSCP DLA
= Avy days Count Avy days Count Avy days Count |[Awg days| €
| & | =30 3 7 4
| 7 | 30 24 186 22 111 11 49
| 8 | 45 26 83 12 40 15 14
| 9 | 60 Sla 128 24 A8 48 32
| 10 90 33 [:5] 25 5 42 =]
[ 11 | Grand 28 466 20 207 25 107
Attached File{s): | 12 |Fiscal Year 00 Count 780
| 15 |Fiscal Year 00 Overall Avg days 24
@ | 14|
. 15 Fiscal Year 01(0Oct 00 - April 01
Army Metrics.xls 6| DSCC DSCR DSCP
I petete | 17 | PAwg days | Count Ay days Count | Avg days | Count
|12 | <30 E 11 i i 13 1
| 12| 30 25 209 14 59 26 35
| 20| 45 16 65 14 30 E] 11
T | 21 | 60 17 123 18 43 22 A6 [
| 22 | a0 14 120 31 7 15 1
| 23 | Grand 20 528 16 139 21 103
| 24 |Fiscal Year 01 Count 770
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Figure 11: Viewing an Attachment

Non-electronic Attachments

For paper attachments that are too large to attach to the DLA Form 339 electronically,
the User clicks the Paper Attachments checkbox located at the bottom of the screen to
mark the DLA Form 339 as having a non-electronic attachment as seen in Figure 12:
Paper Attachments.
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Figure 12: Paper Attachments

A non-electronic attachment would be a large paper attachment, a sample part, or
anything that cannot be added as an electronic file. The User clicks the Save command
button and the DLA Form 339 is marked as having a paper attachment on the DLA Form
339 Validation Screen as seen in Figure 13: DLA Form 339 Validation Screen.
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Figure 13: DLA Form 339 Validation Screen

This also appears in a checkbox marked in the Inbox Screen as seen in Figure 14:
Inbox Screen.
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Figure 14: Inbox Screen

DLA Form 339 Response(s) from Engineering Support Activity (ESA)

The responses from the Engineering Support Activity (ESA) will be received in the
Initiator’s Inbox indicated with the Type ‘339_Response’ as seen in Figure 15: Inbox
Screen. In addition to seeing the responses in their Inbox, the Initiator will also receive
an email notification that he/she received a response from the ESA.
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Figure 15: Inbox Screen

The Initiator selects a response and it is brought up in the application as seen in Figure
16: DLA Form 339 Response Screen. The user has the options:

» Part &Il - Takes the user to the Part | and Part Il of the DLA Form 339.

* History - View a history of the DLA Form 339 Response.

* Close - The Owner of the DLA Form 339 closes the DLA Form 339 Response.
Closing all responses will automatically close the original DLA Form 339.

* Revise - Creates a revision of the DLA Form 339 and assigns a revision letter to the
case number such as ‘A’.

* Reassign - Reassigns the Response to the user selected.

e Print - User can print the DLA Form 339.

The Part I1&ll, History, Close, Revise, Reassign, and Print command buttons are
located at the top and bottom of the screen.
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Figure 16: DLA Form 339 Response Screen

The responses from the Engineering Support Activity (ESA) are attached at the bottom
of the DLA Form 339 under 'Related Info:' as seen in Figure 17: DLA Form 339

Validation Screen. These are displayed as the Type, Case Number, Rev, ESA Office,
and Status.

These displayed results of the DLA Form 339 Response are defined as:

= Type - Category that, in this instance, would be ‘339_Response’.

= Case Number - Unique identifier of the DLA Form 339 Response.

= Rev - Revision of the DLA Form 339 Response if applicable.

= ESA Office - ESA Office that returned the DLA Form 339 Response.
= Status - DLA Form 339 current workflow stage.

Each of these responses is assigned a unique case number, indicated in blue, which can
be selected in the application.
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Figure 17: DLA Form 339 Validation Screen
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Revision

A DLA Form 339 can be revised after it has been returned from the Engineering Support
Activity (ESA). The user selects a DLA Form 339 response that has been returned from
the ESA. To revise, the user clicks the Revise command button located at the top
and/or bottom of the screen as seen in Figure 18: Creating a Revision.
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Figure 18: Creating a Revision

For DLA Forms 339 that were sent to multiple activity codes (SICAs), such as SX, HD,
and GT, each response will be revised separately. A Revision of the DLA Form 339 is
created for only the particular response selected and assigned a revision letter. The first
response revised will be revision “A,” the second response revised will be revision “B,”
and the third response revised will be revision “C.” The user selects Save at the top
and/or bottom of the screen to save the revision into the application as seen in Figure
19: Saving a Revision.
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Revision Example:

The original DLA Form 339 sent to KE with Case Number DSCR-25-01-20148. The
revised DLA Form 339 has been assigned Case Number DSCR-25-01-20148 Rev A and
it will be sent to KE for revision.
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Figure 19: Saving a Revision

Once the Revision has been saved into the application, the DLA Form 339 Validation
Screen shows that the revision has been saved as seen in Figure 20: DLA Form 339
Validation Screen. This starts the revised DLA Form 339 through the normal workflow
process as though it was a new DLA Form 339.
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Figure 20: DLA Form 339 Validation Screen
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Close DLA Form 339 Response

A DLA Form 339 can be closed in the ESA System once all the responses have been
sent back from the ESAs and these are all individually closed. Once all of the
Responses have been closed, the original DLA Form 339 will be automatically closed.

The user selects the response and it is brought up in the application as seen in Figure
21: DLA Form 339 Response.
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Figure 21: DLA Form 339 Response

The user selects the Close command button, which will close the selected Response.
The status will change to the Closed state as seen in Figure 22: Closed DLA Form 339

Response.
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Figure 22: Closed DLA Form 339 Response
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Reviewer Screen

The Reviewer Screen is displayed when the Reviewer is logged into the application.
They are initially taken into his/her Home Screen. Once the Reviewer selects a DLA
Form 339 from their Inbox for review, they are brought to the DLA Form 339 Validation
Screen as seen in Figure 23: Reviewer DLA Form 339 Validation Screen. The
reviewer has the options:

» History - See a history of the DLA Form 339.

* Inbox - Shows all the DLA Form 339s that are owned by the Reviewer.

* Modify - Ability to modify the DLA Form 339.

= Approve - Approve the DLA Form 339, which sends it to the Focal Point along the
DLA Form 339-workflow.

» Reject - Reject the DLA Form 339, which sends it back to the Initiator.

= Cancel 339 - Cancels a DLA Form 339 out of the system.

» Print - Users can print the DLA Form 339.

The History, Inbox, Modify, Approve, Reject, Cancel 339, and Print command
buttons are located at the top and bottom of the screen.
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Figure 23: Reviewer DLA Form 339 Validation Screen
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Focal Point Screen

The Focal Point Screen is displayed when the Focal Point role is logged into the
application. The first screen that the Focal Point will come to is the Home Screen. The
Focal Point selects a DLA Form 339 from his/her Inbox and is brought to the Focal Point
339 Validation Screen as seen in Figure 24: Focal Point 339 Validation Screen. The
Focal Point has the options:

» History - See a history of the DLA Form 339.

* Inbox - Shows all the DLA Forms 339 that are owned by the Focal Point.

* Modify - Ability to modify a DLA Form 339.

* Release - Releases the DLA Form 339 to the Engineering Support Activity (ESA).
*» Reject - Rejects the DLA Form 339, which sends it, back to the Reviewer.

* Print - User can print the DLA Form 339.

The History, Inbox, Modify, Release, Reject, and Print command buttons are located
at the top and bottom of the screen.
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Figure 24: Focal Point 339 Validation Screen
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Reject DLA Form 339

The Reviewers and Focal Points can reject a DLA Form 339 along the workflow by
clicking the Reject button at the top and/or bottom of the screen as seen in Figure 25:
DLA Form 339 Validation Screen.
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Figure 25: DLA Form 339 Validation Screen

The Reviewer or Focal Point is immediately brought to the Comments box in a new
browser window. Once they have entered their comments, he/she clicks the Send
command button to reject the DLA Form 339 as seen in Figure 26: Add Comments
Screen.

Page 37



3 DSCH FormComments - Microsoft Internet Explorer provided by DSCRH
J File Edit “iew Fawortes Tools Help | DR
& =i 33
- . - A Q Gd 4 By- 5
Back Farand Stop Refresh Home Search Favorites Hiztory kail Print
J Address I@ http: A 22, dzor dla.mil/pdrddefault. asp faction=FormComments&id=58097. 28598 25157 12136 j ﬁ Go |J Links **
=
LG / H Inb Search Creat Hel Logoff McKee, Tim
s = ome nhox earc regie e o
Y it P 4 v 9 05-0ct-2001 02:15 PM

Add Comments

Send |

@19399-2000 MatrizOne, Inc. Al rights are reserved.
All brand names are recognized as trademarks or registered trademarks of their respective companies.

= Slalll ¥ Microsoft Word - E.. ”@ DSCH FormCo__. Microzaft F'owerF'Di...I 2% Microsoft Excel - ht...
Figure 26: Add Comments Screen

The previous owner of the DLA Form 339 according to the workflow will receive it in
his/her Inbox. This will be indicated as rejected with a Yes in the Rejected column as
seen in Figure 27: Inbox Screen. This flag in his/her Inbox indicates to a user whether
or not a displayed DLA Form 339 has been rejected. In addition, an email notification
will also be sent to the user notifying him/her that a DLA Form 339 has been rejected to

them.
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Figure 27: Inbox Screen
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Reassignment

Note: The Reassign function is being implemented incrementally in ESA v1.3 and ESA
v1.3.1. Therefore, the responses users receive may be somewhat different that those
described in this section. Apply normal problem reporting procedures to document any
discrepancies identified.

A person can have their work reassigned to another user if necessary. Reassignments
can only be made within the same role, for example, from one Initiator to another Initiator
but not from an Initiator to a Reviewer. Only Reviewers and Focal Points have the ability
to reassign cases. Reassignment can be made for a user’s Inbox, on a case-by-case
basis, or for a group of cases.

Inbox Reassignment

To reassign a user’s entire Inbox, a Reviewer or Focal Point selects Reassign from the
Home Screen. A Reassign Inbox Screen, as illustrated in Figure 28: Reassign Inbox
Screen, is displayed. A user’s Inbox can be reassigned by selecting that person from
the Reassign From: drop-down menu and assigned to another person on the Reassign
To: drop-down menu. To execute the reassignment, the user clicks the Submit
command button.

/J DSCR FormAeassignGeneral - Microsoft Internet Explorer provided by DSCR
J File Edit “iew Fawvortes Tools Help | DRCR
= o D 7a) Q (ad <3 B3-S >
Back Earnaand Stop Fefresh Haome Search Fawvarites Histary bl il Frint
Jﬂgdress I@ http: A 22 decr dla mil/pdr/default. asp?action=FaormP eazzignG eneral ;I ﬁﬁo |J Links **
: : =
. P~ ¥
LIS H Inb s h Hel Lodoff Johnson, Marsha
S&ttmend j ome o eare ew g 05.-0ct-2001 02:21 PM

Reassign Inbox Screen

Reassign From: | Select a Person ;I Reassign To: ISeIed a Ferson ;I

Submit |

& 1999-2000 MatrixCne, Inc. All rights are reserved.
All brand names are recognized a3 trademarks or registered trademarks of their respective companies.

iR Staltl W Microsoft Word - E... ||@ DSCR FormRe .. | [=]Microsaft F'owerF'Di...l 2E Microzoft Evcel - ht... % 229FPM

Figure 28: Reassign Inbox Screen
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Note that this Inbox reassignment does not permanently reassign a user’s Inbox to
another user. It only reassigns the cases in that user’s Inbox at that time.

Individual Case Reassignment

Individual case reassignments can be made to DLA Form 339 Responses by selecting
the DLA Form 339 Response and clicking the Reassign button as seen in Figure 29:
DLA Form 339 Response Screen.

a DSCR Detail - Microsoft Internet Explorer provided by DSCR
J File Edit “iew Favortes Toolz Help | [8[R
- . o9 7ol Q @@ 3 - 5 >
Back Earward Stop Refresh Home Search Favorites Higtom b ail Fritt
J-&Qd'ESS I@ http: /22, decr.dla. mil/pdm/def ault. asp7id=58097, 25598.8560,. 2957 3kaction=Detail LI @ Go |J Links **
D& =
e (_‘5\_(; § Home Inhox Search Create Hel, Logoff Mckee, Tim
JShmend j P 9 05.0ct-2001 02:23 PM
339 Response Life Cycle Status

Object: 339_Response DSCR-25-01-20148 - Owner: gst5148 b

Life Cycle: Review = Closed

DLA Form 339 Review Response Screen

Partigh | History | Close | Revise | Reassign

PART Ill - Evaluation 7o

18. 0 ADDITIOMNAL INFORMATION REQUIRED FROM (See Biock 22 with details)

19, 1S THIS ITEM OME OF THE FOLLOWIMG?
a. CRITICAL APPLICATION ITEM Yes M Mo b FLIGHT SAFETY CRITICAL Yes: Noc¥o o

b= 1] Slalll T Microsaft Wwiord - E. ”@ DSCH Detail - ... Microsaoft F'owerF'oi...I 28 Microsaft Excel - ht...I = @ 231 PM
Figure 29: DLA Form 339 Response Screen

Upon clicking the Reassign button, a form allowing selection of the user to reassign to is
displayed. Figure 30: Reassign Screen illustrates this form.
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Reassign DLA Form 339 DSCR-25-01-20148 -
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YWilson Lawrence =
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Figure 30: Reassign Screen

The user selects a user from the Reassign To: drop-down menu and clicks the Submit
button. This reassigns the DLA Form 339 or Response to the individual selected. Note
that this drop-down menu does not list the names in alphabetical order. For example, in
order to find a user named “Rebecca Walker,” the user should select the “W” key until
the name “Walker, Rebecca” is displayed.

Multiple Case Reassignments

Focal Point users have an additional reassignment capability. Focal Points can select
multiple cases from a list of search results and reassign them to an appropriate user.
DLA Form 339 Reponses in a Review_Response state and DLA Forms 339 in the Wait
state can be reassigned in this manner. To perform this type of reassignment, and Focal
Point user executes a search for the range of cases that need reassignment. The Focal
Point user selects multiple cases to reassign by checking the boxes in the left-hand
Reassign column provided in the display of search results.

Note that a checkbox is displayed in the left-hand columns only for those cases that can
be reassigned. For cases that cannot be reassigned, a cross-out symbol is displayed.
After checking the group of cases to be reassigned, the Focal Point user clicks the
Reassign button located at the top or bottom of the search results list. A reassignment
form, illustrated in Figure 31: Multiple Case Reassignment Form, provides a drop-
down menu of users to which to reassign the group of cases.

Page 42



4} DSCR FormReassignIter - Microsoft Internet Explorer provided by Special IE Title Bars
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Reassign Form
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‘ Type ‘ Name | Rev
\ Form33a \ DSCR-VE-02-13481 [

Reassign To:

gydAltmeyver, Joseph:gsc3dgl -
Barbour, Raymond.gppssat
Barnhart Charlie:gst??79
Cullen, Williarm:gets149
© 19992000 MatrixOne, I Jennifer Kristof:jkristof
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Hill. Scott:gop82s0
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@] Done lililo Inkernst
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Figure 31: Multiple Case Reassignment Form

The Focal Point user selects a user from the Reassign To: drop-down menu and clicks
the Submit button. This reassigns the group of cases to the user selected. Note that
when a reassignment occurs in the Wait State the original Initiator’s point of contact
information does not change when it is reassigned to a new initiator. This function

simply routes the DLA Form 339 Response to the new initiator while retaining the original
initiator’s contact information.
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Search

The system provides the ability for users to search for any DLA Forms 339. A basic
search and an advanced search are both available to users.

Basic Search

The basic search feature is reached by selecting the Search item from either the home
page or the top navigational menu. This basic search feature provides a quick way for
users to search for Forms 339 by Type, Case Number, Revisions, or NSN. The basic
Search Screen is illustrated in Figure 32: Search Screen. The ‘Type’ allows the user
to narrow their search to specifically Part | & Il Forms 339 or Part 1ll Forms 339.
Additional search parameters on this screen allow the user to narrow their search
further by Case Number, Revision or NSN. These criteria can narrow the search to a
particular form or to a range of forms. Note that fields for '‘Case Number' and
'Revision' are CASE SENSITIVE for the Search capability. The default number of
search results returned is 50, although the maximum number of forms that can be
returned and displayed at a given time is 100. Users may select to have up to 100
results returned by modifying the ‘Find Limit’ search parameter.

1o
J File Edit Wiew Favorites Tools  Help ﬁ
J Back ~ = - i) 7at | Q) search (G Favorites & BHistory | By S - [ ]

JAddress I@ http: fimatrixone. dsdc.dla. milfpdm)def ault . asp?action=FormSearch j @Go |J Links **

-

4 i - _I
X .S CC Home Inbox Search Create Hel Logoff Initiator
- i 9 18-Mar-2002 01:56 PM

Search Screen

Searchl Advanced... I RESEtI

Type:

Select a Type i

Case Numher:l

Rﬁuisinn:l
NSN:I - I - I - I
Find Limﬂ:l (Default is 50; Maximum is 100}
& 1999-2000 Matri:xOne, Inc. &l rights are reserved.
All brand names are recognized as trademarks or registered trademarks of their respective companies.
=
|&] Dane |4 mternet 4

Mstart| | 20 @ SIFR S ”

J I@DSEE FormSe... ‘lTest Files I MicrosoFt Powe... | |‘\{) @@@o@gﬁ@g 12:56 PM

Figure 32: Search Screen

The user submits their search by clicking the “Search” button next to the “Type”
selection. A user may also clear the search form by clicking the “Reset” button.
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After a search has completed, results matching the search criteria selected are
displayed for the user. Figure 33: DLA Form 339 Search Results illustrates this
display. If the document search returns no results, the system provides the user with a
message that there were zero (0) results found. If the search returns one document,
the system provides detailed information about that document. If the search returns
more than one result, the system provides a list of results. This displayed results list
includes basic Form 339 information:

» Case Number - Unique identifier of the DLA Form 339, including the suffix letter for
Part Ill forms.

* Rev - Identifier such as the letter, "A" given to a DLA Form 339 if it has been
revised.

» Sent Date - Date that the DLA Form 339 is sent to the ESA.

* NSN - National Stock Number assigned to the DLA Form 339.

» Office - Office from which the DLA Form 339 was initiated.

» Initiator - Name of the Initiator that created the DLA Form 339.

» Status - State that the DLA Form 339 is currently along the DLA Form 339-workflow.

» Priority (Days) - Number of days that the Engineering Support Activity (ESA) has to
respond to the DLA Form 3309.

* Due Date - Date that the DLA Form 339 is due to be completed.

* Revision Date — Date that the DLA Form 339 is revised.
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339 Search Results Screen
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Results (1-50)
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@ DSCR-01-01-20049 - 05/31/01 1680-00-700-3124 JATB Barnhart, Charlie Closed 60
0 DSCR-01-01-20066 - 05/31/01 1680-00-913-4840 JATA Hurteau, Wayne Closed 30
Q DSCR-01-01-20066 A 05/31/01 1680-00-913-4840 JATA Hurteau, Wayne Closed 30
@ DSCR-01-01-20068 - 05/31/01 1560-01-089-0855 JATE Barbhour, Raymond Closed 45
0 DSCR-01-01-20074 - 06/11101 1670-00-369-5444 JATA Martin, Alan Closed 30
Q DSCR-01-01-20095 - 05/31/01 1560-01-124-6154 JATB Barnhart, Charlie Closed 45
Il DSCR-01-01-20106 - 05/31/01 1560-01-124-6133 JATE Barnhart, Charlie Cancel 45
Q DSCR-01-01-20109 - 06/01/01 1680-01-113-8182 JATE Barhour, Raymond Closed 30
Il DSCR-01-01-20140 - 0601101 -—- JATB Ferreira, John Cancel 1}
Il DSCR-01-01-20144 - 0601101 -—- JATB Ferreira, John Cancel 1}
[} DSCR-01-01-20155 - 06/01/01 JATB Ferreira, John Cancel 1}
[l DSCR-01-01-20163 - 06/01/01 - JATE Raymer, Randy Cancel 1]
0 DSCR-01-01-20258 - 0604101 1615-01-226-5146 JATB Ferreira, John Closed 30 LI
& ’_|—é_|° Internet
:ﬁstart| | ) & |J [ Micrasoft PowerPaint - [0... | B C\WINNTISystema2icmd.. ‘”W [ > BT a22em

Figure 33: DLA Form 339 Search Results

Note that if the search is for both Parts | &Il and for Part Ill, search results display
whether the results is for Part | & Il or for Part Ill. In addition, search results are sorted
by Case Number.

Advanced Search

The system’s Advanced Search feature gives the user the ability to search for Forms
339 by all the field selections in Part 1&ll and the Part Il of the Form 339. The
Advanced Search feature is reached by selecting a “Type” on the basis Search form
and clicking the “Advanced” button. The Advanced Search screen is illustrated in
Figure 34: Advanced Search Screen. The Advanced Search now includes the ability
to narrow search results to Forms 339 by Case Number, Owner and Office.
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/3 DSCR FormSearch - Microsoft Internet Explorer provided by Special IE Title Bars

==l
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Figure 34: Advanced Search Screen

The user submits their search by clicking the “Search” button next to the “Type”
selection. A user may also clear the search form by clicking the “Reset” button. The
Search and Reset command buttons are located at the top and bottom of the screen.

Results of the Advanced Search are displayed in the same manner as results of a basic
search.

Using Wildcard Characters

The system gives the user the ability to enter a word fragment without using the
wildcard characters at the beginning or at the end of the search fragment. The system
assumes a wildcard at the beginning or end of a search input. Users can, however, use
the asterisk (*) or question mark (?) wildcards in the Advanced Search. The table below
lists examples of how to perform a wildcard search when locating a word fragment in
which specific parts within the fragment are unknown.

[Indicates to search all combinations of characters at that point. For
example, if the user enters ‘“12* for a Document Number, the application
should find all instances where the document number begins with “12.
{Indicates to search for one character of any value at that point. For

? lexample, if the user enters “12?A’ for a Document Number, the application
should find “12CA’ or “129A,’ but it would not find “12ABC’ or ‘12752.

*
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History Screen

A user logged into the application can click the History command button at the top
and/or bottom of the DLA Form 339 Validation screen as seen Figure 36: - DLA Form
339 Validation Screen. They can then see a history of the DLA Form 339 on a History
Screen, which gives detailed information about what is happening to the DLA Form 339
along the process. It displays Date, Action, State, User, and Additional Information
as seen in Figure 37: History Screen.

The displayed results on the History Screen are defined as:

» Date - Date and time that an action was taken on the DLA Form 339.

» Action - The action such as whether it was created, approved, deleted that was
taken on the DLA Form 339. These terms are "Matrix" specific and may not
represent precisely what appears. For example, "Approve" does not mean approve
the DLA Form 339, but means to approve the DLA Form 339 to the next state.

» State - DLA Form 339 current workflow stage.

» User - Person that performed an action on the DLA Form 339.

* Additional Information - Detailed information about the occurrences to the DLA
Form 339.

3 DSCRH Detail - Microsoft Intermnet Explorer provided by DSCR
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Figure 36: - DLA Form 339 Validation Screen
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Figure 37: History Screen
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Internal Information Not Submitted with the DLA Form 339

Information related to the DLA Form 339 but not officially apart of the DLA Form 339 is
located at the bottom of the Screen under 'End of Form'. The checkbox for the Paper
Attachment indicating non-electronic attachments sent with the DLA Form 339 is
located here.

Information can be added as Comments internal to DSCR to the bottom of the DLA
Form 339 as seen in Figure 38: Internal Information Not Submitted with the DLA
Form 339. Also, included is related information to a particular DLA Form 339 such as
multiple DLA Form 339 responses from the Engineering Support Activities (ESAs) and
revisions to the DLA Form 339.

Information in this section will NOT be sent to the ESA as part of the DLA Form 339.

/3 DSCR Detail - Microsoft Internet Explorer _18] x|

J File Edit Wiew Favorites Tools  Help ﬁ
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Figure 38: Internal Information Not Submitted with the DLA Form 339
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Help

Help information for using the application and in filling out the DLA Form 339 is available
to the user from his/her Home Screen. The user clicks Help from his/her Home Screen
or at the top of the screen as seen in Figure 39: Home Screen. This will bring the user
to a screen that has links to Help Information as seen in Figure 40: Help Topics such as
the; Instructions for completing the DLA Form 339. The user selects, Filling out the
Form, to display the instructions for filling out the DLA Form 339 as seen in Figure 41:

Instructions for Completing DLA Form 339.
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Help
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Figure 39: Home Screen
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Figure 40: Help Topics

Page 53



‘A DSCR Home - Microsoft Internet Explorer provided by DSCR

J Fil=  Edit “iew Favortes Tool: Help

& . o
Back FEaraard

N B A @@@‘%*

Stop Fefrezh Home Search Favarites Histary (L ET Print

J Address I@ http:#/c22 dzer.

Ll =} DSCR Form339Help - Microsoft Intemnet Explorer provided by DSCR

LSS
#:M

Cre| LSE& /1 McKee, Tim —

Reas
Change

Lot

J File Edit “iew Favortes Toolz Help | [&CR
« . > . @ Sl a wm s
Back Farnward Stop Refresh Home Search Favorites History

J.ﬁ.gldress I@ http: A Ac22. deer. dla.mil /pdrn default. azp action=Form339Help j ﬁGo “ Links **

3 Home Inbox Search Create Hel Logoff =
&M P 99T p5.0ct-2001 02:32 PM
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Figure 41: Instructions for Completing DLA Form 339

Page 54



Print

The system allows users to print DLA Forms 339. Users can print forms in both the web
format as displayed by the system or in ‘Form Format,” which prints in a format that
mirrors the paper DLA Form 339.

Basic Print

The basic Print option allows users to print DLA Forms 339 in the format displayed by
the system in the web browser. To print in this format, the user selects the Case
Number of the DLA Form 339 that they would like to print. This selection brings the
DLA Form 339 up for display in the browser window as seen in Figure 42: DLA Form
339 Validation Screen — Print Option. To print this form, the user selects the Print
command located at the top and/or bottom of the screen.
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Figure 42: DLA Form 339 Validation Screen — Print Option

A new browser window opens that displays the form without the status header. A print
dialog box appears, giving the user options for printing the DLA Form 339. The user
can select print options and then click “OK” to print the form. This print option,
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illustrated in Figure 43: Print DLA Form 339, prints both Part | & Il and Part I, if
applicable.
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Figure 43: Print DLA Form 339

Print in Form Format

The option to Print in Form Format allows users to print DLA Forms 339 in a format
that mirrors the paper DLA Form 339. To print in this format, the user selects the Print
in Form Format command located at the top and/or bottom of the DLA Form 339
validation screen. Figure 44: DLA Form 339 Validation Screen - Print in Form
Format Option illustrates this option.
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Figure 44: DLA Form 339 Validation Screen - Print in Form Format Option

A new browser window opens that displays the form in a format resembling the paper
form. A print dialog box then appears, giving the user options form. The user can
select print options and then click “OK” to print the form. This print option, illustrated in
Figure 45: Print in Form Format and Figure 46: Print in Form Format — Continued,
prints both Part | & Il and Part Ill, if applicable, in the paper form format.
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Figure 45: Print in Form Format
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Reports

Users have the ability to run reports for workload determination and processing times.
The reports are:

» Reports by Organization

= Average End to End Processing Times
» Reports by Category

= Cost Per Category

= Total 339s by State and Group

= Total 339s Initiated

Users access the Reports feature of the system by selected ‘Reports’ from eth home
page, as illustrated in Figure 47: Home Page.
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Figure 47: Home Page

Selecting this Reports option brings the user to the eMatrix Metrics Reports menu, as
shown in Figure 48: eMatrix Metrics Reports Menu. This menu lists the available
reports with a description of each. Each of the available reports is accessed by clicking
its title from this menu.
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Figure 48: eMatrix Metrics Reports Menu

Reports by Organization

‘Reports by Organization’ gives the number and processing times of the DLA Form 339
(Part I&Il) for each person within a role for a selected group. This report also gives the
number and processing times of the DLA Form 339 Response (Part Ill) for each person

within a role for a selected group.

The user has the option of customizing the report by several criteria. The user can
select to have the report calculate end to end processing times for the entire process or
for either Part | 7 1l or Part Ill. The user may also customize the report for a specific
office and date range. Figure 49: Reports by Organization Criteria shows the report

criteria.
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Figure 49: Reports by Organization Criteria

The displayed results include the number of DLA Forms 339 or DLA Form 339 Response
processed for each person within a group, the average processing time of a DLA Form
339 or DLA Form 339 Response, the maximum processing time of a DLA Form 339 or
DLA Form 339 Response, and the minimum processing time of a DLA Form 339 or DLA
Form 339 Response. The processing times are displayed in the format DD:HH:MM,
displaying the days, hours, and minutes to process DLA Forms 339. Figure 50:
Reports by Organization Results illustrates the report results.
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Figure 50: Reports by Organization Results

Average End to End Processing Times

ST usTem

The Average End to End Processing Times report gives the number and processing
times for the DLA Form 339 (Part 1&ll) from the time it was created until it was released.
This report also gives the number and processing times for the DLA Form 339 Response
(Part IIl) from the time the response was received until it was closed at DSCR.

The user has the option of customizing the report by several criteria. The user can
select to have the report calculate end to end processing times for the entire process or
for either Part | 7 1l or Part Ill. The user may also customize the report for a specific
group and date range. Figure 51: Average End to End Processing Times Report

Criteria demonstrates the report customization criteria.
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Figure 51: Average End to End Processing Times Report Criteria

The displayed results include the number of DLA Forms 339 or DLA Form 339
Responses processed for each group, the average processing time of a DLA Form 339
or DLA Form 339 Response, the maximum processing time of a DLA Form 339 or DLA
Form 339 Response, and the minimum processing time of a DLA Form 339 or DLA Form

339 Response. Figure 52: Average End to End Processing Times Results illustrates
the report results
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Figure 52: Average End to End Processing Times Results

Report by Category

The Report by Category report provides a list of cases for each category 15 A through
15 K. The user has the option of customizing the report by several criteria. The user
can select one or multiple categories 15 A through 15 K on which to report. The user
may also select a specific status and date range for the report. Figure 53: Report by
Category Criteria shows the report criteria.
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Figure 53: Report by Category Criteria

The displayed results include the category, ESA, organization, case number, revision,

NSN, initiator, and date initiated. Figure 54: Report by Category Results illustrates the
report results.
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Figure 54: Report by Category Results

Cost Per Category

The Cost Per Category report provides a list of cases for each category 15 A through
15 K. The user has the option of customizing the report by several criteria. The user
can select one or multiple categories 15 A through 15 K on which to report. The user
may also select a specific ESA and date range for the report. Figure 55: Cost Per
Category Criteria shows the report criteria.

Page 67



4} DSCR M332_Front - Microsoft Internet Explorer provided by Special IE Title Bars _ =] =

J File Edit ‘iew Favorites Tools  Help ﬁ

J {HBack » = - @ s | @Search (3] Favarites @Histnry | %v =] -
Jnddress I@ http:/fc22. decr.dla. milfpdm/def aulk. asp?action=M33Z_Front j @Gn |J Links
/ Bl
LSC 1

r,bgw ri H nt s I Creat Hel Logoff Test FocalPoint
o - ome nbox earch reate elp oo
5”0 ) ‘ ' 4 23-Sep-2002 04:44 PM

Enter Report Criteria
Cost Per Category Report

Category: [select =

To select multiple categories |154
hold down the Ctrl ( Control ) s}
button on your keyboard and |15C
click the categories you want. | {50 j

ESA: I <M ~ l

Created or Received Between: |23—Aug—2DD2 and |23-Sep-2002

¥ Enable Date Range

@1999-2000 MatrixOne, Inc. All rights ate reserved
All brand names are recognized as trademarks o registered trademarks of thelr respective companies.

=

|&] Done l_’_ & Internet
@start' | & H [E]ticrosot PuwerPuint-[D...”@DSl:R M332_Front - Mi... | BB soaem

Figure 55: Cost Per Category Criteria

The displayed results include the category, cost per category, and total cost. Figure
56: Cost Per Category Results illustrates the report results.
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Figure 56: Cost Per Category Results

Total 339s by State and Group

The Total 339s by State and Group report provides a list of cases by group. The user
has the option of customizing the report by several criteria. The user can select the type,
either Part | & Il or Part Il alone or both. The user may also select one or more offices

and a date range for the report. Figure 57: Total 339s by State and Group Criteria
shows the report criteria.

Page 69



3 DSCR M334_Front - Microsoft Internet Explorer provided by Special IE Title Bars

J File Edit ‘iew Favorites Tools  Help

& x|
J {HBack » = - @ s | @Search (3] Favarites @Histnry | %v =] -
Jnddress I@ http:}fc22. dscr.dla. mil pdm def aulk. asp?action=M334_Front j @GD |J Lirks
@)@5‘@;‘ / Test FocalPoint
.{af b4 p =it Home Inbox Search Create Help Logoff 23.Sep-2002 05:07 P
Enter Report Criteria
Total 339s by State and Group
TWBIFDrm 339 ~

Office: [ JUTE =

To select multiple categories |VEA
hold down the Ctrl { Control ) |WVEC —
button on your keyboard and
click the categories you want. \/E LI

Created or Received Between: |23—Aug—2DD2

and |23-Sep-2002 ¥ Enable Date Range

@1999-2000 MatrixOne, Inc. All rights ate reserved
All brand names are recognized as trademarks o registered trademarks of thelr respective companies.

|@ Done
@start'

=
e |

l_ l_ |4 Internet
| [Elricrosaft PowerPuint - [D...”@Dscn M334_Front - Mi... | 2B sorem

Figure 57: Total 339s by State and Group Criteria

The displayed results include the group, total number of cases for the group in each

state, and the total number for cases for the group overall. Figure 58: Total 339s by
State and Group Results illustrates the report results.
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Figure 58: Total 339s by State and Group Results

Total 339s Initiated

|¥ 2B soeem

The Total 339s Initiated report provides a list of cases by group and user of the total
339s initiated. The user has the option of customizing the report by several criteria. The
user can select one or more users, one or more offices, and a date range for the report.

Figure 59: Total 339s Initiated Criteria shows the report criteria.
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Figure 59: Total 339s Initiated Criteria

The displayed results list the total 339s by group and then by user. Figure 60: Total
339s Initiated Results illustrates the report results.
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Figure 60: Total 339s Initiated Results
Excel Download of Reports

The system provides a feature for downloading reports into Excel format. At the end of

each report is the option ‘Downloadable Tab Delimited Excel Report,’ illustrated in
Figure 61: Download to Excel Option.
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Figure 61: Download to Excel Option

By clicking this option, the user accesses a display containing a tab delimited view of
the data and a ‘Save As’ dialog box opens, illustrated in Figure 62: Data for Excel
Download and Figure 63: Save As Dialog for Excel Download of Reports.
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Figure 63: Save As Dialog for Excel Download of Reports

To use the data in Excel the user should select to save the file as a text file and then
import the data into Excel. Instructions are provided for this process in a link at the end
of each report, illustrated in Figure 64: How to Import Data into Excel Option.
Clicking this link displays basic instructions for importing the saved data into Excel, as
shown in Figure 65: Excel Import How To Instructions. Figure 66: Excel Download
of Report Data illustrates the results of an import.
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Figure 64: How to Import Data into Excel Option
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Chapter 3

User Administration

This chapter introduces you to the User Administration function of the
Engineering Support Automation (ESA) System Application. In it, you will
learn to work with these capabilities:

» User Administration Home Screen
e Add New User

* Modify User

» Add/Modify Groups

* View Groups

* View Roles

» Change Password

» User Info

« FAQ
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User Administrator Home Screen

The designated User Administrators at DSCR will have privileges to create new users in
the system, assign users to certain role/group levels, and maintain existing users within
the system. The User Administrator, once logged into the system, will enter the Home
Screen. From this screen, he/she will have access to the User Administrator Screens as
seen in Figure 67: User Administrator Home Screen. The user selects the User
Admin link from the Home Screen to access the User Administration Screens.

<J DSCR Home - Microsoft Internet Explorer provided by DSCR
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Figure 67: User Administrator Home Screen
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Add New User

Once the User Administrator has entered the User Administrator Screen, he/she can add
new users into the application. The User Administrator clicks the New User command
button as seen in Figure 68: User Administration Screen. This brings them to the
New User Screen as seen in Figure 69: New User Screen. From the New User
Screen, the User Administrator can set a user's Login ID. They can add profile
information about the user including their full name, address, contact numbers, fax
number, and email address. The User Administrator has the ability to set passwords,
select password options, and assign the new user to established roles and groups, which
define the user's access privileges within the system.

In order to add the User to a particular group, the User Administrator selects the Group
Name from the drop-down menu next to User Groups on the Add New User Screen. In
order to add a User to a role, the User Administrator selects a Role Name from the list
next to User Roles on the Add New User Screen. The User Administrator selects the
Add command button to add the roles to the particular User. A User Administrator
makes an existing user Inactive by selecting ‘Inactive’ next to User Type, which does not
delete the user out of the system, but denies the user access to the system.

When setting up an Initiator within the application, the User Administrator should select
the User Type, ‘Full User and the role ‘Initiator’ as seen in Figure 70: Setup Initiator
Screen.

When setting up a Reviewer within the application, the User Administrator should select
the User Type, ‘Full User’ and the role ‘Initiator’ and ‘Reviewer’ as seen in Figure 71:
Setup Reviewer Screen.

When setting up a Focal Point, the User Administrator should select the User Type ‘Bus
Admin’ to give Focal Points access to administer users and ‘Sys Admin’ to give access to
Release the DLA Forms 339. Focal Points are setup with the roles of ‘Initiator’,
‘Reviewer’ and ‘Focal Point’ as seen in Figure 72: Setup Focal Point Screen. After all
new user information is entered within the system, the User Administrator has the
options to Save or Cancel.

Save - User Administrator can Save the New User into the system.

Cancel - Cancels the New User without saving the information into the system.
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Modify User

The User Administrator maintains existing users in the system from the User
Administrator Screen. He/She selects an existing user from a drop-down menu on the
User Administrator screen. Information for the selected user is displayed on the screen.

The User Administrator clicks the Modify command button as seen in Figure 73: User
Administrator Screen. This will take them to the screen that gives them the ability to
edit user information as seen in Figure 74: Modify User Screen. From this screen, the
User Administrator can edit a user's information. After the existing user information is
updated within the system, the User Administrator has the options to Save or Cancel.
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Figure 73: User Administrator Screen

Page 87



a DSCR UserFormModify - Microzoft Internet Explorer provided by DSCH
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Figure 74: Modify User Screen

Save - User Administrator can Save the New User into the system.

Cancel - Cancels the New User without saving the information into the system.
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Add/Modify Group

The User Administrator can add new groups and modify existing groups within the
system. The User Administrator double-clicks the blue text, Groups, as seen in Figure
75: User Administrator Screen. The Add/Modify Groups Screen is displayed as seen
in Figure 76: Add/Modify Group Screen. From this screen, the User Administrator has

the options to select Modify to modify an existing group or to select Add Group to add a
new group into the system.

3 DSCR UserDetail - Microsoft Internet Explorer provided by DSCR =
J File Edit ‘View Favorites Tools  Help &R
J GBack + = - D it | Qsearch [ Favorites £ #History | - S -
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e =
LG / " . Soarch Crot ol Logoft Test FocalPoint
o ome nhox earc reate elp oy .
y- J/kvﬁlmm’ V4 23-Apr-2002 01:31 PM
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ﬁ Person: gsva133 (Widell, Ed)
Modify | Hew User |
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Login ID: gsv5133
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Type: application full business system
Email Address: ewidell@dscr.dla.mil
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Fax:DSM: 695-6408 COMM: (B04)279-6409
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Groups: VEE
Roles:FocalPoint, Initiator, Supervisor
@ 19599-2000 MatrixCOne, Inc. All rights are reserved
Al brand names are recognized as tradematks o registered trademarks of their respective companies.
|&] bore l_l_le Internet
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Figure 75: User Administrator Screen
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Figure 76: Add/Modify Group Screen

In order to modify a group, the User Administrator selects Modify from the Add/Modify
Group Screen, which displays the Modify Group Screen as seen in Figure 77: Modify
Group Screen. From this screen, the user enters the Old Group Name, the New Group
Name and selects the Change command button to change the Group Name.

In order to add a new group, the User Administrator selects the New Group command
button from the Add/Modify Group Screen, which displays the Add Group Screen as
seen in Figure 78: Add Group Screen. The User Administrator enters the New Group
Name and selects the Add command button to add the new group into the system.
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Figure 77: Modify Group Screen
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>

DSCR FormCreateGroup - Microsoft Internet Explorer provided by DSCR
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Figure 78: Add Group Screen
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View Groups

Focal Points can view users in a selected group from the User Administrative Screen.
Focal Point selects Groups as seen in Figure 79: User Admin Screen. The user then
selects the group from the drop-down menu and selects View as seen in Figure 80:
Add/Modify Group Screen. The User ID, Name and Role of all users in the selected
group are displayed as seen in Figure 81: Group Screen.

} DSCR UserDetail - Microsoft Internet Explo o =l |
J File  Edit ‘iew Faworibes Tools  Help ﬁ
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1 399-2000 MstrixCne, Inc. All rights are reserved. —

All brand names are recognized a3 trademarks or registered trademarks of their respective companies. ;I
|&] Dore l_l_le Inkernet
iﬂStart”J ™ & |J &0scR User... | @)cannct find... | &Irepsoitory ... | EMicrosofep... |G BB 11324

Figure 79: User Admin Screen
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| DSCR GroupAdmin - Microsoft Internet Explorer
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Figure 80: Add/Modify Group Screen
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Figure 81: Group Screen
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View Roles

Focal Points can view users in a selected role from the User Administrative Screen.
Focal Point selects Roles as seen in Figure 82: User Admin Screen. The user then
selects the role from the drop-down menu and selects View as seen in Figure 83: View
Role Screen. The User ID, Name, and Group of all users in the selected role are
displayed as seen in Figure 84: Role Screen.
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Figure 82: User Admin Screen
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Figure 83: View Role Screen
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Figure 84: Role Screen
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Change Password

The User Administrator can add/change a user's passwords from the User Administrator
Screens. In addition, a user can change his/her own password within the system. The
user selects Change Password from their Home Screen as seen in Figure 85: User
Home Screen. This takes the user to a screen where they are prompted to change their
password as seen in Figure 86: Change Password Screen. Once the user has
changed his/her password, they have the options to Save or Cancel.
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Figure 85: User Home Screen
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Figure 86: Change Password Screen

Save - The user can save the Password into the system.

Cancel - Cancels the Password without saving the information into the system.

Page 99




User Info

Users can update their individual profile information from the Home Screen. Users
select the User Info option as seen in Figure 87: Home Screen. The user can then
select Modify to modify their user profile and Save to save the changed information as

seen in Figure 88: Modify User Profile Screen and Figure 89: Save User Profile
Screen.
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Figure 87: Home Screen
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Figure 88: Modify User Profile Screen
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Figure 89: Save User Profile Screen
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FAQ

Q1: How do | access the Engineering Support Automation (ESA) application from my
computer?

A1: The application is a web-based system and you can access the system through
Internet Explorer. You must have at least Internet Explorer version 5.0 loaded on your
computer. The web addresses for the Defense Supply Centers (DSCs) are as follows:
For Defense Supply Center, Columbus (DSCC), the web address is:
https://matrixone.dscc.dla.mil/pdm. For Defense Supply Center, Philadelphia (DSCP),
the web address is: https://dscp106.dscp.dla.mil/pdm. For Defense Supply Center,
Richmond (DSCR), the web address is: https://c22.dscr.dla.mil/pdm.

Q2: Can | access the application through a shortcut from my desktop?
A2: Yes, you can access the application through a shortcut saved to your desktop.

Q3: What happens if | lock myself out of the system if | forget my password or type my
password in incorrectly?

A3: After three unsuccessful attempts to enter the system, you will be locked out of the
system and you should call your focal point to reset your password. Contact your Focal
Point if you forget your password.

Q4: Who is my Focal Point?

A4: Your Focal Point is the person designated at your Site to send the DLA Forms 339
to the Engineering Support Activities (ESAs) from the Defense Supply Centers (DSCs).

Q5: Is there a period of time that | can remain in the system before | am timed out of
the application?

A5: The period of time that you can remain idle within the system before it is timed out
is 20 minutes.

Q6: Should | print the DLA Forms 339 when | have finished creating them in the
system?

AG6: This is up to you, the electronic DLA Forms 339 will remain in the system and are
available to you through the Search functionality, so you will always have a copy for
yourself.

Q7: How should | print the DLA Form 339?

AT7: There is a Print functionality located on the application itself, do not use the
Internet Explorer print option for the best results.
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Q8: How can | change my personal information within the application?

A8: Your Focal Point has the user administrative capabilities and you can contact that
person to change your information.

Q9: There is a new person that needs to be added into the application, how can they
be added into the application?

A9: The person would need to contact their Supervisor to verify their role and personal
contact information and then provide the Focal Point with this information.

Q10: What would be a new user’s initial login ID and password?

A10: The initial login would be their regular DSC login ID and the password would be
set to the generic password “Password1.” These are both Case Sensitive.

Q11: How can | change my Password?

A11: You will be prompted to change your password upon initial login and you can
change your password at any time from a “Change Password” option within the system.
The passwords must be at least 8 characters and match three of the four criteria set
forth by DLA of an uppercase, lowercase, alphanumeric and a special character.

Q12: If | have a question about using the application, how can | find the answer?

A12: There are several sources you can use to answer your questions, there are the
Site User Guides available which explain how to use the application, you can ask your
Focal Point for assistance in using the application or you can contact the DSIO
Helpdesk at DSN: 850-9060, COMM: 614-692-9060, or helpdesk@dsio.dla.mil.

Q13: What if | receive an application error while using the system?

A13: All application errors should be reported to the DSIO Helpdesk who will work to
resolve the problem to completion.

Q14: What if | have a question or problem in scanning my attachments into electronic
format?

A14: You can get help with scanning your attachments in electronic format through
your local Site operational helpdesk.

Q15: What if my files are too large to attach to the DLA Form 339 electronically?

A15: There is a place within the application to indicate that a DLA Form 339 has a non-
electronic attachment; you would send the non-electronic attachment through FedEx.
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Chapter 4

Auto-reconciliation

This chapter introduces you to the Auto-reconciliation function of the
Engineering Support Automation (ESA) System Application. In it, you will
learn to work with the Auto-reconciliation capabilities.
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Auto-reconciliation

Auto-reconciliation is reconciling the DLA Forms 339 sent from DSCR with those
received at the Web Repository. It also reconciles the DLA Form 339 Responses sent to
DSCR from the Web Repository. The ability to perform an auto-reconciliation is role-

based. The Focal Point level has the permissions to run the auto-reconciliation process
from the ESA Web.

The Focal Point logs in to the ESA Web and selects Administration as seen in Figure
90: ESA Web Home Screen. The Focal Point then selects the plus symbol, Web
Maintenance, which expands the options and selects, Reconciliation Manager as seen
in Figure 91: Administration Screen. After this option is selected, the Repository
Reconciliation Manager displays the current auto-reconciliation report as seen in Figure
92: Repository Reconciliation Manager.
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Figure 90: ESA Web Home Screen
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| Bk - 5 - D 2% | Bzearch [EFavortes ¢@History | EYe Sh

Jnddrass I@ https:fftestesa.daas dla.milfframe . htm j @Gn |J Links 3*

UserlD: c001179 online Users 1 2 ESA Help Desk E-Mail:  helpdesk@dsio.dla. mil
Activity: Site-DESCC Your Assigned 339's : 0 ESA Help Desk DSN: 850-9060
Fole: Attachment Tracking Editor Date: &/27/2002 Password Expires in: 171 days

Work Folder  Form Search earch  Metrics Statistics  Man Administration Change Rol Logoff.

Menu Organizational Node Descriptions

I I Organization Mode:

Administer Lk
rinister Lsers wove | The Organizational Mode is a container for Sites, Activities, Roles and Users

.Admlnlster Services
@ Administer Sites
e b Aiminister Activities @ Sitas:

& Administer Roles p Sites are any Organizations that are identified on the Form 339 with a SICA code

e Set-Up Relationships SIEs
=+ Assign Role Permissions
o Edit Y'our Personal Infamation
+ Define Ir.|—S|te Flows Activities:
- Wb Maintenance A Activities comprise a logical grouping of Users in a Site that work Form 339's.

+ Set-up Email Matifications

4 Manage ECD Reasons

+ Re-Send 339 to DSCI=)

4 Recover Terminated 339

+ Enclosure Statistics

4 Recover delsted user account
4 Reconcilistion Manager

Roles
Roles are a container for permissions that Users are assigned to contol access.

@

et User Manusl . Users;
-] Organization Modes Y Users are those individual who have been given an account to view or edit Form 339's on the Web
Repository

|@ ,7 E |° Internet

EﬁStart”J & = EE |J 4 |Microsoft Outlook eb Ac...||@https;,r,ftestesa.daas.... Microsoft FowerPDlnt-[P‘.‘l |<E|—§>@§ 9143 AM
. P .
Figure 91: Administration Screen
== x|
J Fil=  Edit Wiew Faworites Tools Help |
J +=Eack - = - ) 7t | @ search [GlFavorites & History ||%v = N=i]
Jnddress I@ https: fitestesa. daas. dla.miljutiltiesfreconcilef autoreconcile. asp LI @Gn H Links *>
Menu Repository Reconciliation Status
Reconciliation Site: DSCC
Current Report Latest Reconci\iatig[’\ E?ate: 6/27/2002 2:39:24 PM
Scheduled Reconciliations: Tes
A Reconciliation Inprocess: Mo
Set Schedule Feeconciliation Waiting to be ran: Mo
Bun Manuall Docurments sent by DSC, not received at Repository.
el Case Number Revision Letter ESA Action
help DScc BD 0Z 00072 KE Fe release to Repository
DSCC-BD-02-00140 HD Re-release to Repasitory
DSCC-BD-02-00140 KE Re-release to Repasitory
DSCC-BD-02-00247 H= Re-release to Repasitory
DECC-BD-02-00314 EF Re-relsase to Repasitory
Documents sent by Repository not received by DSC.
Caze Number | Revision Letter ESa Completion Date Actions
No issues found

|@ Dane l_ E ﬁ Inkernet

Figure 92: Repository Reconciliation Manager
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From the Repository Reconciliation Manager Screen, the Focal Point has the following
options:

» Current Report-This displays the most current auto-reconciliation report which
displays the auto-reconciliation status of Case Numbers that are sent by DSCR,
but not received at the Web Repository. The report also displays those Case
Numbers that are sent from the Web Repository that have not been received at
DSCR.

» Set Schedule-This gives the Focal Point the ability to run an auto-reconciliation
report for a set schedule based on a selected time interval of weekly, monthly or
twice monthly.

* Run Manually- This gives the Focal Point the ability to run an auto-reconciliation
report upon demand.

* Help-This gives the users general information about the auto-reconciliation
process.

After the Focal Point runs an auto-reconciliation process, the system automatically
resubmits the Case Numbers that are remaining in the Web Repository. For those Case
Numbers remaining at DSCR, the Focal Point will notify the local Site Systems
Administrator to resubmit these Case Numbers. The options for setting an auto-
reconciliation report as a set schedule or manually is seen in Figure 93: Set Schedule
Screen and Figure 94: Run Manually Screen. Help information for the auto-
reconciliation process is seen in Figure 95: Help Screen.

<} Repsoitory Reconcile - Microsoft Internet Explorer provided by Defense Supply Center Columbus — =] x|
| File Edt view Favorites Tooks  Help |
| =Back - = - @D a4 | @y Search [EFavorites fHistory | By Sh =4
| address [#] https: jitestesa.daas. dia.miljutiltiss/reconcilsjautorsconcile. asp ~| e HLlrvks ”|
Menu Y¥ou can set a schedule for the reconciliation to be ran at set intervals. Use the
utility below to select the interval for a reconciliation.
Current Report
Current schedule for Site: DSCC
Set Schedule The current reconciliation scheduled interval is: Weekly
RhnlMSnlall Select Interval:
Help “ waekly
' Twice a month
0 tdonthly
' Clear any set schedule
Current Notification List:
jarnes_doherty@dscc.dla.mil
™ Send notifications to: |[james_dohery@dsce dla.mil
‘rou can enter additional ernail addresses seperated by sermi-colans.
userl@xxx. xxx.mijuser@xxx.zzz. mil
2] [& [# Tnternet

Figure 93: Set Schedule Screen
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Repsoitory Reconcile - Microsoft Internet Explorer provided by Defense Supply Center Columbus

J File Edit ‘“iew Favorites Tools Help

J GBack v = - @ (4] b | Ehsearch  [GFavortes ¢ #History ||%v = M=

JAddrass I@ https:fftestesa,daas, da.milfutilities/reconcilefautoreconcile, asp j @Go |J Links **

REPOSITORY RECONCILIATION MANAGER

Menu If there is not currently a reconciliation job running you can manualy start a
reconciliation using the command button below,

Current Report

St Sl [~ Send notifications to: [ijames_doherty@dsce.dlamil

‘'rou can enter additional email addresses seperated by semi-colons,

e e g
Em (e userl@xx, e miljuser2@xxx zzz.mil
Help WARNING:  Email address saved for Scheduled Reconciliations will be overwritten,

Current Motification List:
james_doherty@dscc.dla.mil

‘ Begin Reconciliation I

If the above button is grayed out there is currently a job in progress,
Reconciliations may take 30 minutes or longer to complete.

If you are an ESA site requesting a reconciliation,
due to the quanity of the data that needs to be transported the
job will not run until 12:01 AM the day after the request,

|@ Done '_|—é_|° Internet

Figure 94: Run Manually Screen

5
|5

2l Repsoitory Reconcile - Microsoft Internet Explorer provided by Defense Supply Center Columbus

J File Edit Wiew Favorites Tools  Help

| dBack - = - @D 23 | @usearch (EiFavortes cBHistory | Eh- S =

| address [87 retpsiitestesa. duss. da.mifutiities reconcilefautorsconcis, ssp =l @eo [[unks >

B

REPOSITORY RECONCILIATION MANAGER

D

Menu Current Report
Current Report [repository Reconciliation Status
Set Schedule Reconciliation Site: The location which was reconciled to the Repository.
Reconciliation Date: Date in which the last reconciliation was sucessfully ran.
Bun MManually Reconciliation Schedule: If yes, reconciliations have been scheduled to run autamatically.
Reconciliation Inprogress: A reconciliation for this Site is currently being ran against the
Help Repository.

Reconciliation “Waiting: A manual request has been made to run a reconciliation.

Documents sent by DSC, not received at Repository.

This table shows the results of a comparison between the client site and the repository.
ARy 339's

listed in this table were not found in the repositoy. The Focal Point of the client site
should release the subject 239 from their workflow again.

|DUCuments sent by Repository not received by DSC. —

Ary 339's listed in this table were completed in the Repository but have not been received
by the initiating site. If the Action column indicates Resubmitted the 339 has been
automatically resubmitted to the initiating site. If the action indicates Manually Resubmit
the 339 will have to be investigated and handle by the support team. If a 339 stays in the
FManually Resubmit action for more then a couple of days ywou should send a help request to
the Help Desk. Some 339 may not be automatically resubmitted until twenty-four hours
after the first attempt. If you hawve several 239's that have a completion date less then
24 hrs. from the date of the last reconciliation, you can manually run another reconciliation
to attempt to clear the issues.

|Fie|d Descriptions |
o e |
&1 Done [ [& [& tnternet

Figure 95: Help Screen
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Chapter 5

ENMAN Utility

This chapter introduces you to the ENMAN Utility of the Engineering
Support Automation (ESA) System Application. In it, you will learn to work
with the ENMAN capabilities of:

« ENMAN Utility for eMatrix
« ENMAN Utility for BizTalk
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ENMAN Utility for eMatrix

The ENMAN Utility provides the Focal Points visibility into the directories of the
functional and transport servers where DLA Forms 339 might remain due to processing
errors. The user enters the URL:

https://matrixone.dscc.dla.mil/esa/enman/enman.asp

and accesses the website for the ENMAN Utility for eMatrix as seen in Figure 96:
ENMAN Utility Screen. The directories within the ENMAN Ultility for eMatrix are as
follows:

* Error Directory-Files in this directory have been successfully transported from
the Web Repository, but have not been imported into eMatrix at DSCR.

» MIME Directory- Files in this directory are being either encoded or decoded
during the export from eMatrix or the import back into eMatrix.

* Email Test- This directory allows the user to send a test email message to a
specific email address. This functionality is intended to test the server’s
capability to send email notifications in the event of a processing error. The user
has the ability to set the specific email message parameters.

Z§ https://matrixone.dscc.dla.mil/esa/enman/enman.asp - Microsoft Internet Explorer provided by Defense Suppl ==l

J File Edit ‘iew Favorites Tools  Help ﬁ

J R | 7t | Qisearch [3elFavorites & HHistory | BN S =i

Jnddrass I@ https:ffmatrixone. dscc.dla. milfesafenmanfenman. asp j @Gn |J Links ¥
=

Engineeering Support Automation Project
Local Environment Management URility
EMatrix Server

| Error Directory | | MIME Directory | | Email Test |

Error Directory

| Refresh | | Import MINME | | View File | | Delete File |

File(s):

EMimponlogt4— 7/24/2002 3:.04:51 PM —272 KB
files.zip—4/17/2002 51210 PM — 38 KB
Logtt — 4/18/2002 1:23:02 PM—1 KB
rad00A4F frmp — 7/19/2002 6:46:53 PM — 547 KB
rad01748 rmp — 7/1/2002 3:02:03 AWM —5 KB
rad01 DB trnp — 2/19/2002 11:14:43 PM — 7 KB

rad01FEF tmp — B/26/2002 12:30:58 PM — 30 KB
rad028BE tmp — B/4/2002 3:44:29 AM — B KB
rad03294 mp — 7/2/2002 7:07:24 AWM — 5 KB hd

=

|@ Daone lili Local intranst
Figure 96: ENMAN Utility Screen
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Files within the Error Directory are seen in Figure 97: Error Directory Screen. In the
Error Directory, users can see the file names as well as their respective creation dates
and file sizes. Additionally, the user can select a specific file and then either delete the
file or view the file contents. The files within the MIME Directory are seen in Figure 98:
MIME Directory Screen. Only the designated local Site Systems Administrator should
perform functions besides viewing the selected files. The user can perform an email
test as seen in Figure 99: Email Test Screen.

Z§ https://matrixone.dscc.dla.mil/esa/enman/enman.asp - Microsoft Internet Explorer provided by Defense Supply Cel

=1=1x|

J File Edit ‘iew Favaorites Tools Help ﬁ
J Ggack + = - D fat | Qzearch [dlFavorkes £ AHistory ||%v ==

Jnddrass I@ https:ffmatrizone, dscc,dla, milfesafenmanfenman, asp j @Go “Linl@ >

B

Engineeering Support Automation Project
Local Environment Management URility
EMatrix Server

| Error Directory | | MIME Directory | | Email Test |

Error Directory

|Refresh| |anonmm| |ViewFile| |Delete File|

File(s):

Erimponlog.t4— 7/24/2002 3:.04:51 PM — 272 KB
files.zip—4/17/2002 51210 PM — 38 KB

Log.bet — 4/18/2002 1:23:02 PM—1 KB

racd00A4F fmp — 7/19/2002 6:46:53 PM — 547 KB

rac01748 frp — 7/1/2002 9:02:03 AWM — 5 KB

rad01 DB trp — 7/19/2002 11:14:48 PM — 7 KB

rad01FBF tmp — 6/26/2002 12:30:58 PM — 30 KB
racl028BE tmp — 6/4/2002 9:44:29 AM — B KB
rac03294 mp — 7/2/2002 7:07:24 AW — 5 KB |

|@ Done l_ l_ Local intranet

Figure 97: Error Directory Screen
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atrixone.dscc.dla.mil/esa/enman/enman.asp - Microsoft Internet Explorer provided by Defense Supply Center Colul

J File Edit ‘iew Favorites Tools  Help

181x]
[ = |

J R | 7t | Qisearch [3elFavorites & HHistory ||%v ==

Jnddrass I@ https:ffmatrixone. dscc.dla. milfesafenmanfenman. asp

x| @eo |JLinks =

=l
Engineeering Support Automation Project
Local Environment Management URility
EMatrix Server
| Error Directory | | MIME Directory | | Email Test |
MIME Directory
| Refresh| | Delete File| | ViewFile |
File(s):
DSCCAA-01-303495XB xml — 5/13/2002 81811 AM — 7 KB
DECCAAN2-01528TGA xml — 6/27/2002 433:24 P — 5 KB
DESCCAA02-02839KE xml — 7/13/2002 6:44.18 PM —5 KB
DECCAA02-03064TGE xml — 6/25/2002 2:03:33 PM — G KB
DECCAAN2-03126 TG xml — 7/19/2002 1:05:33 PM — G KB
DESCCAA02-03343KE xml — 7/18/2002 6:44:20 P — 4 KB
DECCAAN2-03781 TGAXml — 6/14/2002 11.51:57 AM — 5 KB
DECCAA02-04476KE xml — 5/10/2002 2:15:15 P — 7 KB
DESCCAA02-04647KE xm| — 5/9/2002 12:40:43 P — 5 KB id|
=

|@ Done
Figure 98: MIME Directory Screen

l_l_ (5F Local inkranet
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‘matrixone.dscc.dla. sa/enman/enman.asp - Microsoft Internet Explorer provided by Defense Supply Center Columbus’

| File Edit View Favorites Tools  Help

| «wBack - = - D &% | @search  [GelFavorites  (HHistory | BN- Sb =

| address [#] hetps:jfmatrizone. dsce. dia.miljesafermanfenman. asp

=] e |JL|HI6 =

Engineeering Support Automation Project
Local Environment Management URility
ElMatrix Server

Error Directory | | MINME Directory | | Email Test

=)

From:

Iemalrix@dscc dla.mil
To

Ipwmﬂdhull@pdit com
Subject:

Isubjev:l

Body

body plain text or HThL

I Send as HTML

SEMD |

|&] pone

Figure 99: Email Test Screen

ocal intranst
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ENMAN Utility for BizTalk

The ENMAN Utility provides the Focal Points visibility into the directories of the
functional and transport servers where DLA Forms 339 might remain due to processing
errors. The user enters the URL:

https://colbiz.dscc.dla.mil/esa/enman/enman.asp

https://dlabiz.daas.dla.mil/esa/enman/enman.asp***

Same for all three = Dayton (DAASC web repository
BizTalk)

and accesses the website for the ENMAN Utility for BizTalk as seen in Figure 100:
ENMAN Utility Screen for BizTalk. The directories within the ENMAN Utility for
BizTalk are as follows:

» Error Directory- Files in this directory are either going to the Web Repository or
are returning from the Web Repository those that failed during the transport
process. These will be MIME files and they should only be in this directory if they
failed submission into BizTalk.

* MIME Directory- There should not be any files in this directory.

+ BTReceiveToESA Directory- Large files released from eMatrix are sent to this
directory for processing.

» BizTalk Suspend Queue- This directory gives the capability to the user to see
what DLA Form 339 transports are suspended on the BizTalk server. The
information provided is rather cryptic and does not tell the user which case
number has been suspended. As such, this functionality is intended solely to
allow the user to determine if any cases have been suspended within BizTalk.

» Email Test- This directory allows the user to send a test email message to a
specific email address. This functionality is intended to test the server’s
capability to send email notifications in the event of a processing error. The user
has the ability to set the specific email message parameters.
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Z§ https://colbiz.dsdc.dla.mil /esa/enman/enman.asp - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools  Help

| wBak - = - @D ot | @search GaFavortes (Btistary | BN S = - o

Jnddress Ia https:ffcolbiz, dsdc. dla.miljesaenmanienman. asp j ﬁGo |J Links >*

-

Engineeering Support Automation Project
Local Environment Management Utility
BizTalk Server

Error Directory | | MIDME Directory | | BTReceiveToESA Directory | | RBizTalk Suspend {ueue | | Email Test |

Error Directory

| Refresh | ‘ Delete File | | View File ‘

File(s):

radBEBEC imp — 4/8/2002 4:04:45 P — 5 KB
radFI0E Cirnp — 4/8/2002 4.04:44 P —E KB

I
@] Done |7|—§|Q Inkernst
iﬂstart”J :__{j @ @ @ ) |J @https:fjcolhiz.dsdc.dla... Micmsnft PawerPaint - [P. .. | |@g @ﬂﬁlﬂ 12:24 PM

Figure 100: ENMAN Utility Screen for BizTalk

Files within the Error Directory are seen in Figure 101: Error Directory Screen. In the
Error Directory, users can see the file names as well as their respective creation dates
and file sizes. Additionally, the user can select a specific file and then either delete the
file or view the file contents. The files within the MIME Directory are seen in Figure
102: MIME Directory Screen. Only the designated local Site Systems Administrator
should perform functions besides viewing the selected files. The files within the
BTReceiveTOESA Directory are seen in Figure 103: BTReceivetoESA Directory
Screen and the files within the BizTalk Suspend Queue are seen in Figure 104:
BizTalk Suspend Queue Screen. The user can perform an email test as seen in
Figure 105: Email Test Screen.
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'esa/enman/enman.asp - Microsoft Internet Explorer _|=] x|
J File Edit ‘Wiew Favorites Tools  Help ﬁ
J GaBack v = - Q) 7at | Qsearch  [GeFavorites £ HHistory | S =~ $
| Address [@] hetps: colbie. dsde. dia.miljesajenmanjerman. asp =] @6 |J Links
Engineeering Support Automation Project
Local Environment Management Utility
BizTalk Server
Error Directory | | MIME Directory | | BTReceiveToESA Directory | | BizTalk Suspend Queue | Email Test
Error Directory =
| Refresh | ‘ Delete File | | View File ‘
radB5BEC imp —
NIME-Version: 1.0 o
Content-Type: text/xml;
charsec="utf-g"
Content-Transfer-Encoding: 7hit
Content-ID: «<55123645-4EFE-4046-EZD5-CDCYC1SFEO13>
fAnrenr—Clas=: urnscAnrenr—~lassss-messace =
[}

] pone =Y

# Internet

;astart”J & R 1 e |J £1https://colbiz.dsdc.dla... [[E|Microsoft inerPnint-[E.‘.| [ 2@ED 1z3zem
Figure 101: Error Directory Screen

esa/enman,/enman.asp - Microsoft Internet Explorer —1=] x|

File Edit wview Favorites Tools  Help ‘
GeBack ~ = - &) 7Y | Dusearch [EjFavorites cfHistory | Ehe Sb = - =] G2

Address [@] https:jfcolbiz. dsde. dla.miljesa/enmanfenman. asp > e |JL|nks ”‘

|

Engineeering Support Automation Project
Local Environment Management ULty
BizTalk Server

Error Directory | | MIME Directory|  [BIReceiveToESA Directory | [ BirTalk Suspend Quene | [ Email Test
MINME Directory
| Refresh | ‘ Delete File | | View File ‘
File(s):
=l
&7 Done |2 |4 nternet

;ﬁstartm ] @& BE en |J & |https:/ /colbiz.dsdc.dla...

Microsoft PowerPoint - [E. .. | |<E|5 eI 1226 M
Figure 102: MIME Directory Screen
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olbiz.dsdc.dla.mil/esa;/enman/enman.asp - Microsoft Internet Explorer

== x|
J File Edit Yiew Favaorites Tools Help i

J Ggack - = - @ i | Qisearch [3lFavorkes £ HHistory | EN-S - o}
JAddrass I@ https:f{colbiz, dsde. dla.milfesafenmanfenman. asp j @Go |J Links **
=

Engineeering Support Automation Project
Local Environment Management URility
BizTalk Server
Error Directory | | MIME Directory | | BTReceiveToESA Directory | | BizTalk Suspend (Jueue | | Email Test |
BTReceiveToESA Directory
| Refresh | ‘ Delete File | | View File ‘
File(s):
I
|@ Dore

l_ ré_ |4 Intemet

gﬁstart| | @& B e |J &https://colbiz.dsdc.dla... [EMicrosoft PowerPolnt-[E.‘.l |<Bs®ﬂ§§l:l 12:27 FM

Figure 103: BTReceivetoESA Directory Screen
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nman.asp - Microsoft Internet Explorer

=] x|
File Edit  Wiew Favorites Tools  Help ‘
dBack ~ = - D 28 | Dusearch (GiFavorkes cfHistory | b S = - =]
Address [@] https:jicolbiz.dsde.dla.miljesajenmanjenman . asp | #ee |J Links >
|
Engineeering Support Automation Project
Local Environment Management URility
BizTalk Server
Error Directory | | MIDNIE Directory | | BTReceiveToESA Directory | | BizTalk Suspend Queue | | Email Test
Drata from the BizTalk Suspend Queus
[ Interch SQ — cs_suspendedQ
D |Guid dtSubmit dtLastTry Souwrce Dest Reason |Description
167 [{7AS2E2R5-1619-4ADEV-94F5-5638BEQR7/EREY S/20/2002 10:08:38 AR DsCC 2 Encoding Failure
173 |{2B24FBATD-E1B3-4473-A1TAS-SADAGIFCR13CY |6/21/2002 6:10:36 P |6/21/2002 6:1342 PIM | DECC 12 Transmussion Failure
180 {1IFIFCACO-CA434-4CF4-B300-7266B6DS5S1F3DY  |&/24/2002 4:15:38 Ph |6/24/2002 4:15:45 P | DECT 1z Transmission Failure
181 [{08F3F217-SDDFE-46CA -BEO7-65C634212440%  [&/24/2002 4:55:05 PRI |6/24/2002 4:58:45 PRI | DECC 1z Transtmission Failure
17% [{S68FFFC1-473D-4E55-8EB2-ADF7 10DFA4656) |6,|"24,|’2002 2:18:00 P [6/24/2002 2:2145 PR [DECC |12 Transmission Failure
[=|
&3 | |5 & mternet
@l start |J & EE o |J 4 https:/ /colbiz.dsdc.dla... IMicrosoft inerant-[E.‘.I [t >@ET 1250Pm

Figure 104: BizTalk Suspend Queue Screen
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olbiz.dsdc.dla.mil /esa/enman/enman.asp - Microsoft Internet Explorer

-

J File Edit ‘iew Favaorites Tools Help

J Ggack - = - @ o3 | Qsearch [GlFavorkes  { HHistory | E-S - 2

Jnddrass I@ https:f{colbiz. dsde. dla.milfesafenmanfenman. asp j @Gn |J Links

Engineeering Support Automation Project
Local Environment Management Uiility
BizTalk Server

‘ Error Directory | | MIDME Directory | | BTReceiveToESA Directory | | RBizTalk Suspend {ueue | | Email Test |

From

Iesahe\p@daas dla.mil
To

Iesahe\p@daas dlamil
Subject:

ISUbJEC‘t

Body

body plain text or HThL

[ Send as HIML

SEMND |

I
@] pore ’_|—é_|° Inkernst
iiStart”J m @ ﬁ @ ) ] |J @https:fjcolhiz.dsdc.dla... Micmsnft PowerPoint-[E.‘.l |@g @ﬂ@lﬂ 12:30 PM

Figure 105: Email Test Screen
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